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snagenent hall 13 Mareh 1955
Chief, ecords Management JtedY

apart for Jeek Snding 11 Merch 1759

. Luntridutions
fanglhle

{1} The Fecords Center veczived 233 cw. £%. of inactive
records from nine officea.

(2) Completed five new end three revised forms; 10 forms
weve made chaslets.

{3) m}mmwmmmmwmwuw
memormem&mmm

storugs of - microfilm, thereby providing a ssvings
of spproximstely LloU. and some intanginle sxvinge In
sjace remireseste,

{d) OO/FLD has ugreed to gur proposal o use 7 - 20 drawer
325 cabinete ir licu of 7 safes 0 house 2 file of
approxipately 200,000 cards. This progossl will provide
» wagihle savimgs of approximstely $23C0. is filing
equiyment and comsiderable saviogs in floor spsce.

Intanglble

(1) Approximately 25 perscns were briefed at the Swgport
Services Zxitibit aod 30 pleces of literature wers
dlskribated.

sxsignawets~Active
(1) Nine new and 16 revised forws in yprocess.

{2) kevision of Travel urder.
{3) teletype Lissemimmtion inforsation Kepor$s and Systews.
{+} revision of slspatch Foru.
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i (5) Improved imusgemant of Stocked Forms.
(%) Uniform Informatics .7oNG.
(i} wwaivation of Iaformmiice aports.
b. Shelf Flliog
(1) uffice of Persoumel.
zs . 2} soguisition Braach Liboesry/ i,
25X1 i) koomtect pivisicn.

L) Uffice of Pereonpel Subject-iumeric Piles.

) UL R Irescistion Isdex. Seo l.a. (B).

{3} Conteact Fers.inel Civislem/UP Cmed Index.
;. secure &rea hus now been made swvailable st we are
supplying laforpstion on specisl file sguipaent
sppropriste for this Lodax.

(1) Gpecial ssslotant/iis/S, Sabject-thumric. Instellation
coppleted. epoit belmp prewmred.

d. ol apd tevisicn of Records (omirol Schetuies

(1} LR

(81 /DD, it cosgleted abd rvevision of schadule 1
Process. Also ste l.a. (b) sich resulied from this

gudit.
e fgeuisl Frojects
(1) vevelogment of Tralaing irogram for Secords Lifleer,
fP.  aditicesl meterial yrupered.

Ceviglan sad ccoreer of Jvernigat %W .ﬁmm 55
m mlﬁm ’%.;m» mudads for our inspeet

i3l *‘wﬁj? Wr‘% m%. Supvey to detarsine seed for re-
“tentish and ai i af theas records. 1n poceuss.
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(1) offtce of Caytroller bas Sorverded revised schodule
for owr revievw wd apurowl.

Wmmww
nmmwmtmwwwm
ﬁtsmlmrm Thiz is the socond sugueetion eosspbed
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